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PLANNING AND APPROVALS APPENDIX

Important: When undertaking excursion planning, principals, teachers, school councilors and others involved in school
excursions (including camps and adventure activities), must anticipate the possibility of litigation following an incident or
injury. They must be prepared for a detailed examination of their planning, actions and the curriculum role of any activity.

The excursion planning and approval process should take into account the following considerations:
» the educational purpose of the excursion and its contribution to the curriculum
*  maintenance of full records, including documentation of the planning process
= venue selection:
O the suitability of the environment and/or venue for the excursion
=  safety, emergency and risk management:
o  assessment of excursion risks
©  procedures in the event of an emergency
o arrangements if the excursion needs to be cancelled or recalled (for example, due to forecast severe weather
conditions)
o completion of an online notification of school activity form three weeks prior to the activity
o first aid requirements
O any other measures necessary for student and staff safety and welfare.
=  staffing and supervision:
o there are sufficient staff to provide appropriate and effective supervision
o the experience, qualifications and skills of each staff member (including volunteers, instructors, etc) will allow
them to provide effective supervision in general and for planned activities (as applicable)
O there are appropriate levels of supervision in view of the activities undertaken and students involved.
= informed consent from parents or carers
= adequate student and staff medical information
= student preparation and behaviour
*  requirements for any adventure activities
= transportation requirements, noting that:
O  public transport should be used if practicable, where transport authorities should be consulted as to appropriate
travel times and at least a fortnight’s notice of travel provided
o  excursions that run late, failing to meet times agreed to with private bus operators, are likely to incur significant
costs
o information on student concession cards is available at: Metlink
"  communication requirements
= that staff and students have appropriate clothing and personal equipment
=  that group or technical equipment is in good condition and suitable for the activities undertaken
»  that continuous instruction is provided for students remaining at the school during the absence of staff accompanying the
excursion
*  any information which has been provided by specialists in the activities proposed
»  requirements for interstate or overseas excursions
= that the excursion meets the requirements of any school-level policy or procedures.

Who approves the excursion
This table explains the approval required before the excursion occurs.

Excursion type Then it must be approved by
e  overnight excursions k ¢ the school council, or
e camps ¢  both school councils when it is a joint activity involving
e interstate and international visits another school and
e  excursions requiring sea or air travel e the Safety Guidelines for Education Outdoors must be
*  excursions involving weekends or vacations followed.
e adventure activities.
e  day excursions (other than those referred to ¢ the principal, or
above that must be approved by the school e  both principals when it is a joint activity involving

council). another school.












